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April 1956 Notice

SUBJECT: Retirement of Records to the Agency Recorda Center and their recall
for current use,

I. The instructiona outlined below will be followed when retiring inective
I - 2cords to the Agency Records Centeri

A+ MATERTAL OTHRR THAN TQP SECKS

les of the following forms wey be obtained i the Bullding
Supply ice or frow the& Records Officer tnm bih, Ext. 3ub44),

s. Yorm No, 140, Recorgs BRetirement Request. E’::t I of this
gopleted by ewiring oifice. original
and three copies will be forwarded to Administrative Staff.

{1) Job Humber. A Jjob number is regquired for each
‘ ] of records ,w1t§°mtimd. This nunmber
=&y be obtained from the ] Becords Officer.

{2} Deacription of File Series. Insert a brief descrip-
tleon 0 : ] retired. fThis desgoription will
be teken frem the approved records control sehedule and

will inelude the sehedule amnd item numbers, record series
title and description, and the inclusive dates of records

being ratirved.

8 Shalf List. The use of this form is
; , inen the retiring office wishes
to have a uwore detnlled listing of the material being retired
than is indicated on Form No, 140, When 1t is used, it should
identify the contents of eagh contalner by listing the subject
or title of each folder or document contained therein. An
original and one copy will be forwarded to Administrative Btaff
with Form No. 150. '

¢. Form No. 1k, Records Storage, Box lLabel, Ome lzbel should be
atiached to the upper left corner small end of emsch
contalner. The number of ecach container and 1ts relation to the
total mmber of containers will be indiceted on each label, e.g.,
lof 5, 2of 5, ete.

2. Corrugated, fiberboard containers, messuring 15" x 12" x 10" will
be uged for the retirement pf legal or letter size records. ERach
sontainer holds one cubic fpot of material, or one half of the contents
of e legal sizxe safe draver., Upassembled copnteiners can be obtained
from the Bullding flupply Office. To assemwble the containers, secure
the bottom with 3" r tape that can also be obtained from the
Building Bupply Office.
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3. BRecords should be placed in the containers in the same order 1in
which they have beer arranged and meintained in the file cabinets.
Do not pack the contalnera too tightly.

k. After the containers have been packed, they should be seamled and

placed with the autﬁing mall for plek up by the couriers for dellvery

to the Agenay Records Center. It ie important that these containers

be ready before the last pick up of the day in order that they may

be stored in & secure area overnight. 25X1A7b

5. 8Specisl arrangements for the p&eking of odd size material such as
waps Or card pise records will be made with the ‘cards Officer.

B,

o ' . 25X1A7b
1. Top Becret material { m%:ill not be retired to the

Agsncy Reoords Center. Xn those cases re it is neceseary or
denirable to retire Top Beoret materisl which is integrated with
waterial of a lower classification $n a file series, special arrange-
wents vill be wade with the [ Becords Officer to retire this

series. ‘ 25X1A7b

2. The normal procedure for retiring Top Secret material will be to
prepare the meterial in accordance with Top Secret Control procedures
and forward it to Central Yop Beeret Control for retirement.

II. Recalling records from the Agencg Records Center or requesting informetion
from or about & docuwent can be expedited by observing the following procedures:

A. ROUTINE REQUESTS. Use Forn No. 490, Records Center Service Request
avalleble In the Bullding Bupply Offige) for all routine reguests ror

uments from the Recprds Center. Follow instructions on the form for
coupleting and send by courier to "Records Center”. Routine requests are
serviced promptly snd documents are normelly supplied within twenty-four
hours. .

ENT BEQUESTH, If documents at the Becords Center are needed within a
Tow hours, speclal service i avallsble to handle urgent requests., Call
BExt. 8311 and furnish the sawe informetion requested on Form No. 490. Aleo
state the time that you need the documents. is informetion will be lume-
diately relayed to the Records Center and documents wlll be forwarded on
the next courler run. diting this type of regquest places extra demands
on courier personnel, center personnel and the communication system, so

it 1s desireable that this procedure be used only vhen need of dccumente

is urgent.

F s BETE. When & requestor wants information frow or
ument 1n une Necord Center forward the request on Form No. k90
Ext. 8311, depending on the urgency of the request.

25X1A9%a
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